Overview

Introduction

Isolation due to
COVID-19

PCS Orders

This guide provides the procedures for completing the following type
Orders for Enlisted, Officer and Reserve members in Direct Access
(DA):

1 Permanent Change of Station (PCS)

1 Extensions (EXT)

1 Fleet ups (FLT)

1 Humanitarian Assignment (HUMS)

1 Interoffice transfers
The same procedures should be followed for completing Orders for
NOAA and PHS members.
This guide also provides procedures for travel Endorsements and TI
En route.

NOTE: Only Assignment Officers (AO) should create PCS Orders in
Direct Access (DA).The Travel Order Number (TONO) and Accounti
Data are auto generated when the AO issues the Order.

PerALCOAST 182/2(Q) Isolation allowancepplies only to members an
family ordered to quarantineorisot e by t he membe
arriving at their new unit, and must be based on known C@\D
illness or exposure. Isolation leave takieming a PCS transfer must be
documented in the Delay En Route section of the orders, by selectin
Isolation fromthe dropdown. It should be listed last for a maximum of
14 days (to be determined by t
date, as seen below.

Delay En route

Begin Date End Date Delay En route Days

1/06/01/2020 [ |06/04/2020 [ [Proceed Time M 4 [+ [=]
2|06/05/2020 [ |06/08/2020 [ [Travel Time v| 4 [+ [=]
3[06/09/2020 B (0672212020 [ [isolation V] 14 [+] [=]

Continued on next page


https://www.uscg.mil/Coronavirus/Information/Article/2193828/alcoast-18220-covid-19-impacted-assignment-year-20-ay20-pcs-and-hhg-shipments-s/

Overview, Continued

Important i
DO NOT
DEPART /
REPORT
MEMBERS
ON THE
SAME DAY

Airport
Terminal

AO Remarks

Cancelling an
Order

When processing PCS Orders in DA, do not depart and report a memb
the same date (Seq Nbr 1 and Seq Nbr 99 must be different @aieg).so
causes pay issues in DA with two of the more common errors beisgC
Sea Pay and CGSMRf a member is transferring to a-tmcated unit,
depart member on one date, and report member in the following

day. Departure date must be the last day of duty at PDS and the Repor
day needs to be recorded as "Actual DaRReport”. See the overview for
Delay En route Special Instructionsfor more information/instructions.

I f a member receives Orders to "
on the date the member received the Orderseuatt them on the
following day.

Travel Orders issued by the AO will appear in the Airport Terminal ir
Authorized status. After the PCS Orders are approved, the Estimate
Depart and Report dates will update in the Airport Termideé the
Airport Terminaluser guide for detailed information.

Order Notes entered by PSC (OPM/EPM/RPM) Assignment Officers
shall not bamodified or deleted.

If the PCS Order is in an Authorized or Ready status, only PSC
Assignment Officers can cancel the Order and/or TONO. If the Orde
are in an En Route or Finished status, the Servicing Personnel Offic
must canceihe Order.

Continued on next page


http://www.dcms.uscg.mil/Portals/10/CG-1/ppc/guides/gp/spo/PCS/Airport%20Terminal.pdf

Overview, Continued

Delay En route  { If the member has any TDY En route and is attending training at a

Special facility WITHOUT a Department or Position Number available in C
'(rlilséw;t'ons (Navy, Firefighting, etc.) use the Formal Training option in the Dele

En route section to account for that time.

1 If the member is attending training at a faciMyiTH a Department or
Position Number in DA, use tHeCS Orders with TDY En Route
section in this guide for adding TEMDU rows.

1 If the member has multiple leave periods, combine the leave into ¢
row and place IAFTER the Formal Training row, making sure the
correct number of days are accounted for. Then breakdown the ac
leave dates for the Delay En route in the Order Notes.

Delay En route

Begin Date End Date Delay En route Days
1|05/07/2019 5 (05/30/2019 5 |Formal Training ~ 24/ 1) ||=

3 |Leave INCONUS W 5 4| =

3 | Proceed Time (v 4 *| =

4|06/09/2019 s 06/16/2019 sy | Travel Time W 8 H =

1 Remember that the dates in the Delay En route section cannot ove
with existing Absence Regsts.

TheActual day of Report option may be used in the Delay En route
section if the TEMDU departure date is not the same as the Actual L
of report at the new PDS. Thi s
No Cost Orders in DA.
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PCS Orders

Introduction This section provides the procedures for completing PCS Orders in |

Procedures See below.

Step

Action

1

SelectPCS Ordersfrom the Orders pagelet.

PCS Orders Airport Terminal

Applicant Orders Contract Clauses

Ent er t h&mphnb erd elickSBearch

* Search Criteria

PCS Orders
Enter any information yvou have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Empl ID| begins with v 1234567 x|

Empl Record | = v| | a,
Trans ID| = W

Begin Date|= v| |

End Date = v| |

National ID| begins with |

Name | begins with ||

Last Name | begins with ||

[ |case Sensitive

(2l [z

Search Clear | Basic Search [F] Save Search Criteria

Find an Existing Value | Add a Mew Value

Select the appropriaterder Status.

Search Results

1202208 ﬁ 2465279 Louis Creed ES

First [f] 12of2 [J Last

End Date |Actual Depart Date |Authority

2517895 Lou is Creed E8 [Authorized [0 ﬁl"l]1 QU19 07/01/2019 (blank)

BB

Finished  07/02/2018 07/30/2018 (blank) 12323

Find an Existing Value | Add a New Value

Continued on next page



PCS Orders, continued

Procedures
continued

Step Action

4 |TypeintheAut hor i zi nngmeOf f i ci al 6s
| pcs order |[Notes' [ Funding [["Approval | Audit

L0u|5Creed EmplID: 1234567 Empl Record: 1]
Trans ID: 2517895 Order Action: v| Gl:l
Order Begin Date:  06/01/2019 Order Type:  Permanent Change of Station
Order End Date: 07012019 Order Status: Authorized
PCS Basic Information
Current Department: 043790 SMTC ADMINISTRATION BRANCH Project Code: RA3 Q
Current Location Code:  NCO0106 CAMP LEJEUNE NC Program Element: [RA Q
Current Position Number: 00073707 SMTC TRNG SUPPORT-ADMIN Fund Source: Q&S-Mil Py
Current Job Code: 436091 YMCS
Action: XFR C,  Reason Code: PCS () Mutual Code: | Standard | Rotation Dt: 07/01/2023  |[#]
Authorizing Official: | Victor Pascow ]
¥ Govt Credit Card Holder [ Is Travel Authorized for these Orders? Route for Approval |
5 (I n the Travel Orders section, ent ¢

Estimated Datefield. Then select th¥iew All link (this will open both the
Depart and Report travel rows).

Travel Orders Find View Al First K 1otz O Last
=Seq Nbr: 1 Travel Type: Trvl Approval: [=]
Estimated Date: [06/01/2019 |5 Department: 043780 Q) SMTC ADMINISTRATION BRANCH
Actual Date: [#] Location: NCO106 G, CAMP LEJEUNE NC
Nature of Duty: Position Number: (00073707 Q  SMTC TRNG SUPPORT-ADMIN
Posn Job Code: 436092 Chief Yeoman

Other Location: | |

+ Travel Details
» Additional Authorized Expenses

NOTE: Leave the Actual Date field blank. This date is entered when the
Departing endorsement is routed.

Continued on next page



PCS Orders, continued

Procedures
continued
Step Action
6 |IntheReport r av el row, enter the member

Estimated Datefield.
Travel Orders Find | View 1 First [ 4] 120f2 n Last
*Seq Nbr: ’_1 Travel T\’DE:TWI Approval: FH[E
Estimated Date: 06/01/2019 [5] Department: 043790 C, SMTC ADMINISTRATION BRANCH

Actual Date: B Location: NC0106 Q. CAMP LEJEUNE NC
Nature of Duty: Position Number: [00073707 Q_  SMTC TRNG SUPPORT-ADMIN

Posn Job Code: 436092 Chief Yeoman

_Route for Aprov

:
3
8
=
S

* Per Diem

+ Travel Details

» Additional Authonzed Expenses

*Seq Nbr: 99 Travel Type: Report Trvl Approval: =]
Estimated Date: Department: 046017 BASE E-CITY SPO DIV (PS)
Actual Date: [ Location: NC1234 BASE ELIZABETH CITY
Nature of Duty: Duty Position Number: 00023739 SPO DIV SUPERVISOR
Posn Job Code: 436091 Senior Chief Yeoman
Other Location: |

* Per Diem
* Travel Details

+ Additional Authorized Expenses

Continued on next page



PCS Orders, continued

Procedures
continued

Step Action

Estimated Date to Report.

Travel Orders

Posn Job Code: 436082 Chief Yeoman

Other Location: |

* Per Diem

» Travel Details

* Additional Authorize 1 Expenses

7 |[Enter the memb e rOelay Enroaesection. Wkeeh antering 1
the Delay En route, the firgtegin Dateneeds to start the dayter the
Estimated Date to Depart. The |&std Date needs to be theameas the

Find | View 1 First o 1-20(2“ Last

=Seq Nbr: 1 Travel Type: Trvl Approval: =l
Estimated Date: (06/01/2019 [ Department: 043790 @, SMTC ADMINISTRATION BRANCH
Actual Date: Location: NC0106 C, CAMP LEJEUME NC

Nature of Duty: Position Number: 00073707  ©,  SMTC TRNG SUPPORT-ADMIN

_Route for Approv

*Seq Nbr: 99/ Travel[Type: | Report Trvl Approval:

Other Location:
* Per Diem
+ Travel Details

» Additional Autliorized Expens?s

Estimated Date: [07/0f2019) [ Department: 046017 BASE E-CITY SPO DIV (PS)

Actual Date: ] e s NC1234 BASE ELIZABETH CITY

Nature of Duty: Position Number: | 00023739 SPO DIV SUPERVISOR
Posn Job Code: 436091 Senior Chief Yeoman

F[=]

~ Delay En route

|06/08/2019

E] |06.’1W201§\ [#] [Procead Time v|
|06/11/2019 [+ Jo7io1/20181

|5 [Travel Time

» Dependents Authorized for Travel

information/instructions.

NOTE: Refer toDelay En route Special Instructionsfor more Delay En rate

3[H [=]

Continued on next page



PCS Orders, continued

Procedures
continued

Step Action

8 | If the member has dependents, select the arrow to op®&ependents
Authorized for Travel section. Click the&savebutton if the member has no
dependentLheck theAuth for Travel box for each dependent that is
authorized to travel (If not listed, useetibok up icon to search for each

dei endent and then select the Auth for Travel box for each one).Saek
~ Dependents Authorized for Travel

Tmrs = = me e e |

Creed Ellie Daughter Single 02/09/2005
2| Q. Creed, Rachel Spouse Married N 01/01/1979 - EI
06 €, Creed, Gage Son Single N 05/11/2007 [=]
4 07 Q) Creed, Church Cat Single N 07/11/2017 [=]
ﬁSmI L\Return to Search | +EPrevious in List | +[EMext in List | [Esadd | FlUpdate/Display

PCS Order | Motes | Funding | Approval | Audit

9 | Scroll up to the middle of the page to verify ttirerary has updatedselect the

Notestab.

Lovis Creed_ EmplID: 1234567 Empl Record: 0

Trans ID: 2517895 Order Action: | V‘ ﬂl

Order Begin Date:  06/01/2019 Order Type:  Permaneni Change of Station

Order End Date: 07/01/2019 Order Status: Authorized
Current Department: 043790 SMTC ADMINISTRATION BRANCH Project Code: RA3 Q
Current Location Code:  NC0106 CAMP LEJEUNE NC Program Element: |RA Q
Current Position Number: 00073707 SMTC TRNG SUPFPORT-ADMIN Fund Source: O&S-Mil Py
Current Job Code: 436091 YNCS

Action: XFR €,  Reason Code: PCS C, Mutual Code: |Standard | Rotation Di: 07/01/2023  [5]

Authorizing Official: | Victor Pascow
[ Govt Credit Card Holder [l1s Travel Authorized for these Orders? Route for Approval |

Itlnerﬂry Personalize | Find | Ell B First L4 1-5 of 5 ) Last

Travel Type T"’:‘:‘al Estimated Date  |Actual Date Nature of Duty  |Deptid Description Position Description

SMTC ADMINISTRATION SMTC TRNG SUPFORT- CAME LEJEUNE NC

1 Depart 06/01/2019 BRANCH ADMIN
06022019 Leave INCONUS
06082019 Proceed Time
06/11/2019 Travel Time
99 Report 07i1/2019 Duty (E;RSS}E Ecli SPO DIV SUPERVISOR  BASE ELIZABETH CITY
Travel Orders Find | View Al First (] 1oz O Last

a1

JE—

Continued on next page



PCS Orders, continued

Procedures
continued

Step Action
10 | Scroll down to the&Contract Clausessection. The Order notes the Detailer

entered will be there (these are not allowed to be edited). Cligkubéutton to
add a new Order note.

Current Department: 043790 SMTC ADMINISTRATION BRANCH Project Code: RA3 Q
Current Location Code:  NC0106 CAMP LEJEUNE NC Program Element: |RA Q

Current Position Number: 00073707 SMTC TRNG SUPPORT-ADMIN Fund Source: Q&S-Mil Py

Current Job Code: 436091 ¥YNCS

Action: XFR Q,  Reason Code: PCS C, Mutual Code:|Standard | Rotation Dt: 07/01/2023 [+

Authorizing Official: | Theon Greyjoy

[v| Govt Credit Card Holder [11s Travel Authorized for these Orders? Route for Approval
Contract Clauses Find | View All First 4 PP n Last
e S F2 (@ [THE MAXIMUM AMOUNT OF TIME COMMANDS CAN ADJUSTA  |& =

REPORT DATE, WITH COMCURRENCE OF THE DEPARTING ~
*Sequence Number: 1 AND RECEIVING COMMAND AND WITHOUT PRIOR APPROVAL

FM PSC-EPM-2, IS 30 DAYS.

YOU ARE REQUIRED TO SUBMIT AN APPLICATION FOR
ASSIGNMENT TO MILITARY HOUSING, FORM DD 1746, ALONG
WITH A COPY OF YOUR PCS ORDERS TO THE HOUSING v
OFFICER AT ¥YOUR NEW DUTY STATION. INFORMATION

[l Show on Printed Order

@save | ORetumto Search | +[“Previousin List | $ENextin List | Eladd | fupdatemisplay |

PCS Order | Notes | Funding | Approval | Audit

11 | Select the appropriateontract ClauseOrder note and edit as necessaen
finished, select theiew All link to view all of the Order notes.

Contract Clauses Find [Viewall  First Kl 3or3 B Last
. ) PCS A THESE ORDERS CONSTITUTE A PCS MOVE FM (CITY, 4 =
Contract Clause: Q STATE) TO (CITY, STATE). ~

*Sequence Number: | B.MBR TOUSE ___ POV FOR TVL.

C. OFFICIAL DTOD DISTANCE (MILES) FM (LAST PDS OR

POV PICKUF) TO (NEW PDS) IAW JTR 5156 OR NO POV MILES

AUTHORIZED.

D. AUTHORIZED DESIGNATED PLACE (CITY, STATE)

E. MIXED MODE AUTHORIZED NTE 5____ (MALTPLUS) FOR v

ENTIRE ORDERED TRAVEL DISTANCE.

[ Show on Printed Order

Continued on next page



PCS Orders, continued

Procedures
continued

Step Action

print on the travel Orders.

12 | Adjust theSequence Numberso reflect the order in which the Order notes w

Contract Clauses Find | View 1 First B 13063 I Last

5 . |E4 1 | OBLIGATED SERVICE: Refer to Military Assignments and
Contract Clause: | Authorized Abzences Manual, COMDTINST M1000.8 Aricles 1.B.6.
*Sequence Number: 2 or 1.E.1.d. (as applicable) for CELISERV reguirements.

Per ALCOAST 17310, for members not in a retiremeant eligible
status, or serving on an indefinite enlistment contract, the OBLISERV
requirement for the purposes of PCS orders shall be executed within
5 days of orders issuance. Otherwise, PSC-EPM-1 and PSC-EPM-2
shall be notified via message of enlisted members failing fo meet

€ FHE

~

/] Show on Printed Order

* . |F2 G | THE MAXIMUM AMOUNT OF TIME COMMANDS CAN ADJUST A
Contract Clause: REPORT DATE, WITH CONCURRENCE OF THE DEFARTING
*Sequence Number: 1 AND RECEIVING COMMAND AND WITHOUT PRIOR APPROVAL
FM PSC-EFM-2, |15 30 DAYS.

YOU ARE REQUIRED TO SUBMIT AN APPLICATION FOR
ASSIGNMENT TO MILITARY HOUSING, FORM DD 1746, ALONG
WITH A COPY OF YOUR PCS ORDERS TO THE HOUSING
OFFICER AT YOUR NEW DUTY STATION. INFORMATION

/] Show on Printed Order

STATE) TO (CITY, STATE).

B.MBRTOUSE ___ POV FOR TVL.

C. OFFICIAL DTOD DISTANCE (MILES) FM (LAST PDS OR
POV PICKUP) TO (NEW PDS) 1AW JTR 5156 OR NO POV MILES
AUTHORIZED.

D. AUTHORIZED DESIGMATED PLACE (CITY, STATE).

E. MIXED MODE AUTHORIZED NTE 5___ (MALTPLUS) FOR
ENTIRE ORDERED TRAVEL DISTANCE.

*Contract Clause: PCS @ |A. THESE ORDERS CONSTITUTE A PCS MOVE FM (CITY,
| 3

*Sequence Number:

/] Show on Printed Order

13 | Click Route for Approval.

PCS Order | Notes | Funding | Approval | Audit

v] _&d

PCS Basic Information

Authorizing Official: | Victor Pascow

L0u|s[:reed Empl ID: 1234567 Empl Record: i}
Trans ID: 2517895 Order Action: |

Order Begin Date:  06/01/2019 Order Type:  Permanent Change of Station
Order End Date: 07/01/2019 Order Status: Authorized

Current Department: 043780 SMTC ADMINISTRATION BRANCH Project Code: RA3 Q
Current Location Code:  NCO106 CAMP LEJEUNE NC Program Element: [RA Q

Current Position Number: 00073707 SMTC TRNG SUFPFPORT-ADMIN Fund Source: Q&S-Mil Py

Current Job Code: 436091 YNCS

Action: XFR C_  Reason Code: PCS ) Mutual Code:|Standard | Rotation Dt: 07/01/2023 [+

[l Govt Credit Card Holder [¥l1s Travel Authorized for these Orders? Route for Approval

will need to be resubmitted through the Approval tab.

NOTE: If the AO used the Push Back Button for changes to be made, the C

Continued on next page




PCS Orders, continued

Procedures
continued

Step Action
14 | The Approval tab displays. Selde€S Travel Details Approval from the
Approval Type drop-down.

PCS Order | Notes | Funding | Approval | Audit

Louis Creed EmplID: 1234567 Empl Record: 0
Trans 1D: 2517895 Order Action: | v G‘l
Order Begin Date: 086/01/2019 Order Type: Permanent Change of Station

Order End Date: 07/01/2019 Order Status: Authorized

Route for Approval

Approval Type: [

Amend Crder

User ID: Cancel Order
. (LI e [, {3 gmen
Dept of Approving PGS Travel Details Approval Ao
gg;mm . Travel Order Depart Endorsement
Travel Order Report Endorsement

Submit |

15 | Verify the Dept of Approving SPOand clickSubmit.

PCS Order | Notes | Funding | Approval | Audit

Louis Creed Empl ID: 1234567 Empl Record: 0
Trans ID: 2517885 Order Action: V| EI
Order Begin Date:  06/01/2019 Order Type: Permanent Change of Station
Order End Date: 07/01/2019 Order Status: Authorized

Approval Type: |PCS Travel Details Approval v|

User ID:

Dept of Approving Q BASE E-CITY SPO DIV (PS)

Comment:

I Submit I

Continued on next page



PCS Orders, continued

Procedures
continued
Step Action
16 | Once submitted, the OrderRendingapproval.

PCS Travel Details Approval
~ PCS$ Order Travel DetailsPending | () View/Hide Comments

One Approval Level

Pending

@ Multiple Approvers
SPO Supervisor

~ Comments

Stephen E. King at 04/16/19 - 11:32 AM
=No Commenis=>

Elsave | L\Return to Search | +EPrevious in List | +EMext in List ‘ [Eraad ‘ Elpdate/Display

PCS Order | Notes | Funding | Approval | Audit

17

PCS Order Notes Funding Approval Audit

To printa copy of the Order, eitheefresh the page (F5pr exit the transaction
and go back into itOn the PCS Order tab, use theder Action drop-down to
selectPrint Order . Then pres$so.

Louis Creed. Empl ID: 1234567 Empl Record: 0
Trans ID: 2517895 Order Action:
Order Begin Date:  06/01/2019 Order Type:

Order End Date: 07012019
PCS§ Basic Information

Amend Order
Cancel Order

a0 Crd and Iy
Print Order

Order Status:




No Cost Orders

Introduction

DA, to include:
1 Extensions (EXT)
1 Fleet Ups (FLT)

This section provides the procedures for completing No Cost Orders

1 Humanitarian Assignments (HUMB)Alleviates a severe hardship

9 Interoffice Transfers

1 Mutualsi Two members of the same grade exchange duty stations

9 Reserve PCS

9 Unilateralsi Present unit excess member used to fill a billet vacanc

Procedures See below.

Step

Action

1

SelectPCS Ordersfrom the Orders pagelet.

PCS Orders Airport Terminal
Applicant Orders Contract Clauses

Ent er t h&mphnb erd elickSBearch

PCS Orders

Find an Existing Value Add a New Value

Enter any information yvou have and click Search. Leave fields blank for a list of all values,

Empl ID| begins with v |[7654321

Empl Record | = s

|
Trans ID|= v| |
Begin Date|= v |

End Date| = v |

National ID| begins with |

Name | begins with » ||

Last Name | begins with w ||

[ | case Sensitive

| Search | Clear | Basic Search Sa'u'e Search Criteria

& [z

Find an Existing Value | Add a New Value

Continued on next page



No Cost Orders, Continued

Procedures
continued

Step Action

3 | Select the appropriaterder Status. If the BeginDate and the End Date are or
day apart in the Search Results as seen in the first screenshot, skip to Step
there is a delay between the Begin/End Dates as seen in the second scree

continue with Step 4.
Search Results

First ] 1-4of4 JJJ Last

[Emy
76543210 2534499 Danny Torrance E4 AD 06/30/2019 07/01/2019 (blank) 12323
7654321 0 2332882 Danny Torrance E4 AD Finished  06/17/2016 07/01/2016 (blank) 12323
76543210 2311669 Danny Torrance E4 AD Finished  04/14/2016 04/23/2016 (blank) 12323
76543210 2276082 Danny Torrance E4 AD Finished  06/19/2015 06/27/2015 (blank) 12323

Find an Existing Value | Add a New Value

Search Results

First 'n 1-30f3 u Last

25241?9 Rolalld Deschain E5 05!01!2019 0?!01!2019 mlan ) 12323

8888888 l] 2405204 Roland Deschain E5 5 Finished  06/12/2017 06/23/2017 (blank) 12323
IM 0 2290613 Roland Deschain E5 AD Finished 12/11/2015 12/11/2015 (blank) 12323

Find an Existing Value | Add a New Value

4 | Click view All. If the Reportng Estimated Dateis entered by the Detailers mo
than a day after the DepartiBgtimated Date this must be updated first.

Travel Orders Find | View 1 First (] 120f2 )| Last

*Seq Nbr: 1) Travel Type: Trvl Approval: =
Estimated Date: L06/01/2019_|[5 Department: 047973 O, TRACEMN YKTWN CSA SEC

Actual Date: [#] Location: VADD04 Q) CG TRACEN YORKTOWMN

Nature of Duty: Position Number: (00020030 C  GALLEY WATCH STANDER
Posn Job Code: 450195 Third Class Culinary Speciali

Other Location: | |

}» Travel Details
+ Additional Authorized Expenses

3|5

*geq Nbr: | 99 Travel Type: Report M1 Approval:

Estimated Date: 107/01/2019 &= SAzos TRACEN YKTWN CSA SEC
Actual Date: 2019 CG TRACEN YORKTOWN
Nature of Duty: Duty l: S M TWTE § GALLEY WATCH STANDER

1 Third Class Culinary Speciali
Other Location: 2 3 4 5 B T 8

9 10 11 12 13 14 15
16 17 18 19 20

} Travel Details 23 24 25 26 27
} Additional Authorized Exp/ 30

» Per Diem

~ Delay En route

Continued on next page



No Cost Orders, Continued

Procedures
continued

Step Action

5 | Change the Reportingstimated Dateto the day after the Departing Estimate(
Date. ClickSave

*Saq Nbr: | 99| Travel Type: Report Trvl Approval: =
Estimated Date: [2602:2019 ][5 Department: 047973 TRACEN YKTWN CSA SEC

Actual Date: [ Location: VAQDO4 CG TRACEN YORKTOWN

Nature of Duty: DUty Position Number: 00035893 GALLEY WATCH STANDER

Posn Job Code: 450195 Third Class Culinary Speciali
Route for A fé

Other Location:

'H

} Travel Details

} Additional Authorized Expenses

* Delay En route

1] e £

* Dependents Authorized for Travel

Bsave I S\Return to Search | +EPrevious in List | +[ElMext in List | [Eradd | pdatefDisplayl

PCS Order | Notes | Funding | Approval | Audit

6 | This Message will appear. ClicBK.

Warning -- ¥'ou have changed the Estimated or Actual dates and the Order Begin or End dates will be changed. (30013, 48)

If you change the Initial depart or the final report estimated or actual dates the related order begin date or the Order end will be adjusted accordingly.

Cancel |

7 | TheOrder End Date will be updated.

PCS Order | Notes | Funding | Approval [ Audit

and EmplID: 2838888 Empl Record: 0
Trans ID: 2524179 Order Action: | V]
Order Begin Date: 08/01/2019 Order Type: Permanent Change of Station
Order End Date: 06/02/2019 Order Status: Authorized

PCS Basic Information

Current Department: 047973 TRACEN YKTWN CSA SEC Project Code: RAZ3 Q
Current Location Code: VADDO4 CG TRACEM YORKTOWMN Program Element: RA Q

Current Position Number: 00020030 GALLEY WATCH STANDER Fund Source: O&S-Mil Py

Current Job Code: 450195 Cs3

Action: XFR |,  Reason Code:|FLT O Mutual Code:|[Standard | Rotation Dt: 07/01/2020 5]

Authorizing Official: |
[ Govt Credit Card Holder []1s Travel Authorized for these Orders? Route for Approval |

Continued on next page



No Cost Orders, Continued

Procedures
continued
Step Action
8 |TypetheAut hor i zi nmamelrthe ifietdi Imthed®slay En route secti

enter the Order End Date in both #egin Dateand theEnd Date and select th¢
Actual Day of Report from the dropdown. Select th®oute for Approval
button.

PCS Order | Notes | Funding | Approval | Audit

EmpllD: 7654321 Empl Record: 1]}
2534499 Order Action: v &

Order Begin Date: 06/30/2019 Order Type: Permanent Change of Station
Order End Date: 07012019 Order Status: Authorized

Current Department: 006533 PPC TRAVEL BR Project Code: RAZ3 Q

Current Location Code:  KS0001 TOPEKA KS Program Element: |RA &

Current Position Number: 00013482 TRAVEL EXAMIMER -DUTY Fund Source: O&S-Mil Py

Current Job Code: 436095 YN3

Action: [XFR @, Reason Code:|[FLT ) Mutual Code: Rotation Dt: 07/01/2020 ]

Authorizing Official: |ADra Stone |

] Govt Credit Card Holder [Tis Travel Authorized for these Orders?

P
Personalize | Find | 1] | = First L4 1202 B Last

9"‘: Travel Type H:’;‘:Lal Estimated Date  |Actual Date |Nature of Duty |Deptid Description |Position Description
1 Depart 06/3012019 Duty PPC TRAVEL ER _TSAU%FL EXAMINER  ropega ks
99 Report 0710112019 Duty PPCTRAVELBR [ AVELEXAMINER - roppia kg
Travel Orders Find | View All First 4] 102 O Last
*Seq Nbr: [ 1] Travel Type: Trvl Approval; =

Estimated Date: (08/30/2019 [+ Department: (006533 Q. PPC TRAVEL BR
Actual Date: E Location: Ks50001 &, TOPEKAKS
Nature of Duty: Position Number: (00013482 C,  TRAVEL EXAMINER -DUTY

Posn Job Code: 436095 Third Class Yeoman

Other Location: | |

¥ Delay En route

| loeomose  |ewowe  foomenmwe e | |

1[o7iotiz019 IE{J [o7i01r2019 |5 [Actual Day of Report ™| 1[+] [=]
+ Dependents Authorized for Travel
BElsave | L\Return to Search I +[EPrevious in List | +E[Mext in List | Esadd I pdatefDisplayl

PCS Order | Motes | Funding | Approval | Audit

Continued on next page



No Cost Orders, Continued

Procedures
continued

Step Action
9 | SelectPCS Travel Details Approval from tiAgproval Type drop-down.

" Pcs Order | Notes | Funding | Approval | Audit

Danny Torrance Empl ID: 7654321 Empl Record: 0

Trans ID: 2534499 Order Action: | v G':l
Order Begin Date: 06/30/2019 Order Type: Permanent Change of Station

Order End Date: 070172019 Order Status: Authorized

Route for Approval

Approval Type:
Amend Order
User ID: Canpel Order

, Muitiple Trvl Endorsements 1
Dept of Approving PCS Travel Details Approval O DIV (PS)

gPO: t Travel Order Depart Endorsement
DI Travel Order Report Endorsement

Submit |

10 | Verify the Dept of Approving SPO, enter &Comment (reason for the No Cost
Orders) and cliclsubmit.

' PcsOrder [ Notes | Funding | Approval | Audit

Danny Torrance EmplID: 7654321 Empl Record: 0
Trans ID: 2534499 Order Action: | V| ﬂl
Order Begin Date: 0&/30/2019 Order Type: Permanent Change of Station
Order End Date: 07/01/2019 Order Status: Authorized

Approval Type: | PCS Travel Details Approval v

User ID:

Dept of Approving O\ BASE E-CITY SPO DIV (FS)

gz?{ment: Fleet up

[suomt_]

Continued on next page



No Cost Orders, Continued

Procedures
continued

Step Action
11 | Once submitted, the OrderRendingapproval.
PCS Travel Details Approval

= PCS Order Travel Details (& View/Hide Comments

One Approval Level

Pending

@ Multiple Approvers
SPO Supervisor

= Comments

Stephen E. King at 04/16/19 - 1:23 PM
<No Comments=

Elsave | L\Return to Search | +[EPrevious in List | +EMext in List | [Esadd | FEUpdate/Display

PCS Order | Motes | Funding | Approval | Audit

12 | To printa copy of the Order, eitheefresh the page (F5pr exit the transaction
and go back into it. On the PCS Order tab, us®iiaer Action drop-down to
selectPrint Order . Then pres$so.

pcsOrder | Notes | Funding | Approval [ Audit

Danny Torrance Empl ID: 7854321 Empl Record: 0
Trans ID: 2534489 Order Action: |
Amend Order
Order Begin Date: 06/30/2019 Order Type: |Cancel Order
ancel Order and TONO
Order End Date:  07/01/2019 Order Status: {print Order
PCS Basic Information
Current Department: 006533 PPC TRAVEL BR Project Code: RAZ3 Q
=T e—

13 | After the travel Orders are approved, go back into the transaction. Begin by
selecting the&/iew All link in the Travel Orders section.

Travel Orders Find | View All First | 4] 1of2 [} Last
*Seq Nbr: 1 Travel Type: Trvl Approval: =]
Estimated Date: 06/30/2019 Eﬂ Department: 006533 Q PPC TRAVEL BR

Actual Date: B Location: K50001 ), TOPEKA KS
Nature of Duty: Position Number: [00013482 ©_  TRAVEL EXAMINER -DUTY

Posn Job Code: 436095 Third Class Yeoman

Other Location: | Route for Approve

Continued on next page



No Cost Orders, Continued

Procedures
continued
Step Action
14 | Enter theActual Datesto Depart and Report.
Travel Orders First n 1-2 of 2 n Last
*Seq Nbr: ’_1 Travel Type: Trvl Approval: =]
Estimated Date: 083002019 EJ Department: 006533 Q PPC TRAVEL BR

Actual Date:  |06/30/2019 |15 Lt KS0001 Q, TOPEKA KS
Nature of Duty: Position Number: (00013482 |Q,  TRAVEL EXAMINER -DUTY

Posn Job Code: 436095 Third Class Yeoman

Other Location: | Route for Approv:l

+ Additional Authorized Expenses

* Travel Details

*Saq Nbr: 99 Travel Type: Report Trvl Approval: [=]
Estimated Date: |07/01/2019 [ Department: 006533 PPC TRAVEL BR
Actual Date: & Location: IS0 TOPEKA KS
Nature of Duty: Duty Position Number: 00013506 TRAVEL EXAMINER - DUTY
Posn Job Code: 438094 Second Class Yeoman
Other Location: Route for Approv:l

* Per Diem

* Travel Details

Continued on next page



No Cost Orders, Continued

Procedures
continued

Step Action

15 | If the member is taking any leave, enter it in Breday En routesection. Select
theRoute for Approval button located in the Seq Nbr 99 Report row (this wi
routeall pending travel rows).

Travel Orders Find | View 1 First [ 4] 1202 B Last

*Seq Nbr: 1 Travel Type: Trvl Approval: [=]
Estimated Date: (06/30/2019 i Department: 006533 % PPC TRAVEL BR

Actual Date: 06/30/2019 [ Location: K50001 C, TOPEKAKS
Nature of Duty: Position Number: 00013482 & TRAVEL EXAMINER -DUTY

Posn Job Code: 436095 Third Class Yeoman

Other Location: | Route for Approve

+ Per Diem

b Travel Details

+ Additional Authonzed Expenses

*Seq Nbr: | 99/ Travel Type:|Report Trvl Approval: [#[=]
Estimated Date: [07/01/2019 El Department: 006533 FPC TRAVEL BR
Actual Date: 07/03/2019  [&] Location: KS0001 TOFPEKA KS
Nature of Duty: (DUl Position Number: 00013506 TRAVEL EXAMINER - DUTY
Posn Job Code: 436094 Second Class Yeoman

Route for Approv:

Other Location:

* Per Diem

oot
[Crwobems
[ Asdtona ozt Exponses
e
= =T = R = N

» Travel Details

» Additional Authornized Expenses

* Delay En route

Delay En route
1/07/012019 [# |07/02/2019 [ |Leave INCONUS v| 2[+] [5]
2(07/03/2019 [+ |07/03/2019 [ |Actual Day of Report v 1+ [=]

r Dependents Authorized for Travel

Continued on next page



No Cost Orders, Continued

Procedures
continued
Step Action
16 | TheApproval Type will default to Multiple Trvl Endorsements. Verify thgept

of Approving SPO and clickSubmit.

" PCSOrder | Notes | Funding | Approval | Audit

Danny Torrance EmplID: 7654321 Empl Record: 1]
Trans ID: 2534499 Order Action: | v E-E’f@‘
Order Begin Date: 08/30/2019 Order Type: Permanent Change of Station
Order End Date: 07012019 Order Status: Ready
Approval Type: |I".'1uﬂiple Trel Endorsements v|
User ID:
Dept of Approving 046017 L BASE E-CITY SPO DIV (PS5}
SPO:
Comment: The approval is set for SEQ_NO=08.
I Submit I
17 | Once submitted, the Orders will showAggproved.
PCS Travel Details Approval
= PCS Order Travel Details]Approved (£ View/Hide Comments
One Approval Level
Approved
Abra Stone
“ SPO Supervisor
04M16/19 - 1:59 PM
Skipped
o1 Stephen E. King
—+  SPO Supervisor
04/16/19 - 1:22 PM
= Comments
Abra Stone at 04/16/19 - 1:59 PM
<No Comments>
Stephen E. King at 04/16/19 - 1:23 PM
<No Comments>
Elsave | [S\Return to Search [Esadd | EUpdate/Display
PCS5 Order | Motes | Funding | Approval | Audit




PCS Orders with TDY En Route

Introduction This section provides the procedures for iowdd a TDY travel period
for a membewhile on PCS Orderisi DA.
Procedures See below.
Step Action

1 | SelectPCS Ordersfrom the Orders pagelet.

Applicant Crders

Airport Terminal

Confiract Clauses

2 | Enter theEmpl ID and clickSearch

PCS Orders

Find an Existing Value Add a New Value

Enter any information yvou have and click Search. Leave fields blank for a list of all values.

* Search Criteria

Empl ID| begins with v |4444444 |
Empl Record | = v | a
Trans ID| = r
Begin Date| = T 5]
End Date| = v El

MName | begins with «

|
|
|
National ID| begins with ¥ ||
|
|

Last Name| begins with -

| Case Sensitive

Search

Clear | Basic Search E Save Search Criteria

Find an Existing Value | Add a New Value

3 | Select the appropriaterder Status.

Search Results

View All

ETy ey
4444444 0 2548963 Annie Wilkes E3 AD
2519903 Annie Wilkes E3 AD

44444440 Einished

Find an Existing Value | Add a New Value

04/12/2019 04/29/2019 (blank) 12323
12/14/2018 12/31/2018 (blank) 12323

First b 22 g Las

o et s it

Continuedon next page



PCS Orders with TDY En Route, Continued

Procedures
continued
Step Action
4 | Click thePlus button located in the Seq Nbr 1 Depart row.
Travel Orders Find [viewan  First Bl 10r2 O a9
. +
*Seq Nbr: 1) Travel Type: | Depart T | Trvl Approval: Approved [+]
Estimated Date: 04/12/2019 Department: (006137 08 ASCHOOL
Actual Date: 04/12/2019 Location: CADDA4 CG TRACEN PETALUMA
MNature of Duty: Duty T Position Number: 00112813 A SCHOOL STUDENT - 08
Posn Job Code: 415096 Seaman
Other Location: —I
M, oor;iinn...............______________§

9 Seq Nbri Change to 2.

i Travel Type i Change to Report.

i Estimated DateandActual Datei Enter the same date for both fields.
9 Nature of Duty i Select TEMDU from the dregown.

1 Department, Location andPosition Numberi Enter the apmpriate
information for the TEMDUsite.

Click Route for Approval to start the TEMDU orders akip to step 6 to add th
98 row.

IMPORTANT: If routing for approval, once approvezhange the
BAH/COLA rows (if necessary) to Activefor the appropriate zip code to
ensure the members recethe proper entitlements.

Travel Orders Find | View Al First b, 0O Last
+

*Seq Nbr: Travel Type: Trvl Approval: E EI

Estimated Date: [04/15201¢ |5 Department: 042602 Cy | BASE ALAM TEMP DUTY DIV (PX)

Actual Date: 04/15/201% Eﬂ Location: CAZE44 1| BASE ALAMEDA

Nature of Duty: LIEMOU ¥ Position Number:{00113683 Q| UNBUDGETED POSITION

Posn Job Code: 415096 Seaman

Other Location: | Route for Approva

LS

NOTE: For Active Duty (AD) members Place the member in an AD
unbudgeted position for the unit. If it is not available, place the member in A
AD position even if it is already filled.
For Reserve membeisPlace the nmaber in a Reserve unbudgeted position fg
the unit. If it is not available, place the member in ANY Reserve position ev
it is already filled.

Continued on next page



PCS Orders with TDY En Route, Continued

Procedures
continued

Step Action
6 | 1Seq Nbri Change to 98 @e 3 if there are additional TEMDiJ enter).
i Travel Type i Change to Depart.
i Estimated DateandActual Date i Enter the same date for both fields.
1 Nature of Duty i Select TEMDU from the dregown.
1 Department, Location andPosition Numberi Enter the apmpriate
information for the TEMDUsite.

Select theArrow or Last to go the Seq Nbr 99 row.

Travel Orders Find | View All First 4] 3of4 O Last
+
*Seq Nbr: Travel Type: Trvl Approval: EI
Estimated Date; [04/28/2019 |} Department: [o4z602 Q| BASE ALAM TEMP DUTY DIV (PX)
Actual Date: 0412912019 |+ Location: CA2644 | BASE ALAMEDA
Mature of Duty: LIEMDU ___ ¥ Position Number:{00113683 C, | UNBUDGETED POSITION
Posn Job Code: 415096 Seaman
Other Location: | Route for Rpprova|
LI |

NOTE: Use the same Position Number used in Step 5.

Continued on next page



PCS Orders with TDY En Route, Continued

Procedures
continued

Step Action

7 | Update theéestimated Dateto report to their permanent unit in the Seq Nbr 9¢
Report row. If the member is checking into their new PDS, enter iAdhsal
Dateas wel | . | f neces PDalayEn route pedtiant se that
there are no dates that overlagph the TEMDU period. This example shows
TEMDU orders (Refer telay En route Special Instructionsfor more
information/instructions.)

Select theRoute for Approval button located in the most currently added row
(Thiswill ensure ALL pending travel rows are routed for approval).

Continued on next page


















